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POSTGRADUATES 
By 
YOUR GUEST EDITOR 


HE HEYDAY of job-seekers is rapidly com- 

ing to an end. No longer can ANYONE get 
a good job. Ask some of the recently-released 
government employees how their search for a posi- 
tion comparable to their last is progressing—or, if 
they are listed as clerks with no knowledge of or 
experience with typing and shorthand, have they 
been able to find any kind of job? Further—read 
the want ads in our local newspapers. You will note 
that the space under “Help Wanted—Female”’ is 
largely filled with ads for waitresses, housekeepers, 
etc. Where are all those ads for “Clerks, no ex- 
perience necessary’? ‘Secretaries, good salary, re- 
quire knowledge of typing and shorthand only, no 
experience necessary’. 

Yes, the end of the war has put many things back 
on the market. Jobs without certain skills are now 
among those items which are listed as scarce. 

We, as secretaries, are in the fortunate position 
of having abilities and skills which are still in de- 
mand and experience in our field of work to give 
the extra push which may be needed in seeking 
advancement in our present organization or in seek- 
ing new jobs. But how long is this demand for our 
services going to last! Regardless of any type of 
control by our government, the principles drilled 
into the heads of even the most elementary eco- 
nomics students still hold true—the upward trend 
of any marketable or salable commodity will event- 
ually reach its peak; then the inevitable downward 
trend begins. 

You might well ask, “What is the purpose of all 
this talk of trends and supply and demand"? Let us 
answer that question by asking another—What will 
you have for that market which will demand more 
than proficiency in typing and shorthand? If, in 
addition to these skills, you are proficient in some 
other office work such as filing or bookkeeping, 
are you now resting on your laurels’? In other 
words, “How is your postgraduate work coming 
along”? 

This is your problem. True, your employer may 
help by setting high standards toward which your 
efforts may be directed; but improving the quality 
of your work and increasing your “repertoire of 
skills’ must be attained through your own initiative. 

Now, more than ever before, we, as secretaries, 
must develop ourselves into the type of employee 
every man covets for his office. We have a head 
start. How long can you keep ahead in the race? 


—Courtesy of Raleigh, North Carolina Chapter 
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LABOR DAY— 
HOLIDAY 


By Ruth Ruth 


A department store ad in a daily 
paper one first Monday in September 
read “Labor Day—And we labor not 
today!” Yes, this popular holiday has 
a curious name—we call it “Labor 
Day”, when it really is a day of 
rest. Of course, we mean this is the 
day set aside in our country to honor 
Labor and celebrate its dignity and 
accomplishments. 


Recall part of Longfellow’s ‘The 
Village Blacksmith”, and no doubt 
you could fit it to anyone’s labor— 
even to a secretary’s day at the 
office: 


“Toiling, rejoicing, sorrowing, 

Onward through life he goes; 

Each morning sees some task 
begun, 

Each evening sees its close, 

Something’ attempted, something 
done, 

Has earned a night’s repose.” 


So, if we have earned a “night’s 
repose” at the end of a day’s work, 
no one would dispute the fact that 
the wage-earners of our country have 
earned one special “day off” in the 
course of a year. You know, all work 
and no play makes Jill a dull girl! 

Labor Day is celebrated by parades, 
speeches, picnics, athletic events, or 
maybe, just a quiet day of rest at 
home. We consider it fortunate that 
Monday always follows a week end 
—that gives us a 3-day holiday. 
Many of us in the city rush to the 
country, the beach, a nearby resort, 
or just anywhere to get out of town. 
The out-of-town people buck this 
outgoing tide in order to find enter- 
tainment in the city. So, we each 
celebrate the day in our own way. 
But, let’s see, what are we actually 
celebrating ? 


We are so accustomed to taking 
the material things around us for 
granted that we give little thought 
to the labor required for their pro- 
duction. Even our steno’s notebook 
and the ink and pen we use required 
a great many hours of labor to be 
produced. In the same way, every 
item of our daily lives—food, cloth- 
ing, fuel—all are made possible by 
one thing, labor. That is why our 
law-makers decided to set apart a 
special day in its honor. Of course, 
beyond this reason lies the hope of 
bringing together the interests of 


the working people and the people 
who pay them to work. In other 
words, Labor Day was originally a 
day on which Capital and Labor 
could find a common meeting ground. 


America was the first country to 
have a Labor Day and to establish 
it by law as a public holiday. The 
first real beginning of this holiday 
was a parade of the Central Labor 
Union of New York on September 
5, 1882. The following year a similar 
parade was held on the first Monday 
in September—and soon, labor was 
petitioning the States to make that 
day a legal holiday. Oregon was the 
first state to pass such a law, and 
that was in 1887. Other states fol- 
lowed the example but were not all 
observing Labor Day on the same 
date, so in 1894 Congress recognized 
this as a National Holiday, always to 
fall on the first Monday in Septem- 
ber. It is celebrated in all states, the 
District of Columbia, the territories 
and in all U. S. dependencies. This 
day in September is strictly an 
American holiday. Some European 
countries have May 1 as their offi- 
cial labor holiday, but many coun- 
tries do not celebrate in this way. 


The first Monday in September is 
an important day. There will always 
be matters on which differences of 
opinion will arise, but Labor Day is 
one of our firmly established holi- 
days, and if approached in the proper 
spirit, can be a day when we honor 
all workers, the products of their 
hands, and the progress they have 
made through the years. 


NSA MEMBER HONORED 
By Jaycees 
Tulsa, Okla. 


Mrs. Ann Whitten, retiring presi- 
dent of the Will Rogers chapter, was 
presented the Junior Chamber of 
Commerce award for meritorious 
service in civic and social advance- 
ment, first recognition of its kind 
to be given a local organization. The 
citation was for service rendered by 
NSA in cooperation with the Junior 
Chamber of Commerce in various 
drives. Presentation of the award oc- 
curred August 19, 1947 at the instal- 
lation meeting of the new officers 
of Will Rogers chapter. 


PURPOSE OF NSA 

To unite socially, educationally and 
professionally the members of the 
Secretarial Profession. 

The secretaries, forming the larg- 
est body of professional career 
women in American business life, 
now have their own National Asso- 
ciation. In this Association they are 
united, without detriment to anyone, 
for the good of everyone. 

It is devoted solely to the ideal 
improvement of the Secretarial Pro- 
fession, through the constantly in- 
creasing education, skill, intelligence, 
and devotion of all its individual 
members; and to the correspondingly 
increased reward to each member of 
the profession, in greater security, 
recognition and happiness. 

Its purpose is to elevate the stand- 
ards of this profession, to augment 
their interests, to increase their 
earnings, to enrich and enlarge their 
happiness—as individuals and as a 
professional group; to help each 
member to broaden her education, 
to heighten her skill, and to enhance 
the charm of her personality; in a 
word, to secure to every American 
business woman the fullest measure 
of her rights, her privileges, her op- 
portunities, her responsibilities, and 
her success; as a private person, as 
a loyal citizen, and as a professional 
career woman. 

This is the vision, the ideal, the 
goal—of the National Secretaries As- 
sociation; its raison d’etre, which 
has brought it into being. 

The determination of the Associa- 
tion, of every chapter, and of every 
member is to use every proper means 
to attain this goal, to achieve this 
ideal; not merely to look at it from 
afar, but to plan a working pro- 
gram that will accomplish these high 
aims, and then work unremittingly 
at that program. 


SUCCESS FOR SALE 

You envy those who have success, 
do you? You want it for yourself? 
All right. It’s for sale. 

But will you work without thought 
of hours? Many times through the 
night? Often on holidays? Perhaps 
like Balzac, eighteen hours a day 
for forty years? Would you care to 
move a cot to your office as Thomas 
Edison did and sleep there so as not 
to waste time? 

Will you have the heart to sweat 
out your success even in suffering 
and disease, as did Stevenson and 
Heinrich Heine and Sir Walter Scott 
and Keats and Alexander Pope and a 


(continued page 12) 
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CHAPTER HIGHLIGHTS 
Hither - Thither &> Yon 


TRINIDAD, COLORADO: We note they have 
incorporated a program for Self-Improvement with- 
in the Chapter. This is carried out partially in a 
self-analysis column in the monthly _ bulletin, 
“WHISPERS”. An excellent idea. 

DES MOINES, IOWA: This Chapter was privi- 
leged to have as their guest speaker, Mary Williams, 
personnel executive at Younkers. Miss Williams, 
we learn, has done extensive work on personality 
development and was an instructor on methods of 
becoming a supervisor and similar executive posts. 

WARREN, OHIO: The “Monte Carlo Party” 
sponsored by this group enriched their treasury to 
the extent of $125.00. The fact that the Warren 
Tribune Chronicle gave them real recognition spells 
success. 

MUSKEGON, MICHIGAN: Honoring Moth- 
ers is always a pleasant affair. Particularly when 
American Beauty roses are presented to the oldest, 
the youngest, those from afar, mothers-to-be, and 
member mother-daughter combinations. Appearing 
on their program as guest speaker, was Miss Ora 
Hinckley of the Social Aid Department. 

EVANSVILLE, INDIANA: The “UPTOWN 
LOWDOWN" bulletin contained a very clever 
cross-word puzzle pertaining to members and ac- 
tivities of their Chapter. A remarkable way to learn 
more about local members. Let's all try it. 

SIOUX CITY, IOWA: Their Third Anniver- 
sary Party was jammed full of excitement. From 
the initiation of ten new members, to hearing Mrs. 
Ralph Henderson speak on ‘Power of Women in 
the Legislature’, to the presentation of a 1947 
Zenith Radio, the evening was very eventful. Won- 
der if they have anything in reserve for the next 
meeting? 

NEW CASTLE, PENNSYLVANIA: Eager to 
get into the swing of NSA activities, they are al- 
ready publishing a bulletin which is attractive and 
informative. 

OLYMPIA, WASHINGTON: The series of ar- 
ticles appearing in their bulletin, titled ‘‘Portrait of 
a Business Girl’ make very enjoyable as well as 
profitable reading. These articles are being written 
by various members of the local Club. 

DENVER, COLORADO: “Orchids” to you. 
Your new lithographed bulletin, “EVERGREEN 
BARK” is a work of art. You may go to the head 
of the class. No competition, so far! 


TOPEKA, KANSAS: This Chapter has discov- 
ered a wonderful way to be recognized in its home 
town. Recently they participated in a city wide 
movement on CIVIC COOPERATION by all 
women’s clubs and auxiliaries in Topeka. In connec- 
tion with this project they were privileged to have 
presented to them by Mrs. Leah McAdow of the 
Chamber of Commerce the advantages of such a 
Federation of Clubs. We urge other Chapters to 
participate in similar activities. 

RENO, NEVADA: The Silver Dollar Chapter 
incorporated a comic strip in their first edition of 
their bulletin, “RENOVATIONS”. This makes us 
“funny paper fiends” feel right at home. Every 
Chapter should strive toward variety in their bul- 
letin as well as in Chapter activities. 

ERIE, PENNSYLVANIA: Ever alert, this 
Chapter has established a comprehensive educa- 
tional program called “‘Penned Pointers” in their 
monthly bulletin, “ERIE ECHOES”. The current 
month deals with words of transition—co-ordinating 
and subordinating conjunctions. Every Chapter 
would be benefited by a program of this sort. 

FT. SMITH, ARKANSAS: On the Picture 
Parade page in Japanese native costume appears 
Mrs. Ima Bramhill, who was a guest speaker at one 
of their recent meetings. We are informed that 
Mrs. Bramhill served in the capacity of legal sec- 
retary at the war crimes trials in Tokyo. She has 
finished one assignment of thirteen months, and 
recently left for Tokyo on her second assignment. 

LAKE CHARLES, LOUISIANA: What could 
be more interesting than to learn the progress and 
development of our nation’s harbors? Such was the 
pleasure of this Chapter when Mr. Alva P. Firth, 
director of the Port of Lake Charles, related the 
history of that Port, the establishment of its 22 miles 
of ship channel, and the erection of its terminal. 

POCATELLO, IDAHO: The first edition of 
their bulletin, ““THE TEEPEE”, contains one of 
the most interesting introductions of a new Chapter 
and its bulletin ever received at Headquarters. Con- 
gratulations! 

PINE BLUFF, ARKANSAS: Our congratula- 
tions to you on the first edition of your bulletin. 

WARREN, OHIO: Another talented Chapter. 
They present news of meetings and activities by 
means of spritely poems. A really novel way of 
reporting. Why not try it? 


ED. NOTE: Several of the Chapters highlighted—though but 





two months old 


are already making a place for themselves in 


NSA. This spirit and enthusiasm is indeed commendable and 


worthy of note. 
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WE WELCOME 






These New Chapters to Constant Growing 


NSA 


NEW CASTLE, PENNSYLVANIA: Installed 
July 7 by registrar Dorothy MacPhee. Officers: 
Florence Davis, president; Gertrude Graham, vice- 
president; Beulah McGaffic, corresponding secre- 
tary; Lucille Emery, recording secretary; Ruth 
Cleaveland, treasurer. 

DODGE CITY, KANSAS: Installed July 7 by 
registrar Pearl Rogers. Officers: Mrs. Ann Lich- 
lyter, president; Mabel McKinnon, vice-president; 
Frieda Lockmann, corresponding secretary; Reba 
Hull, recording secretary; Sylvia Bloxsom, treasurer. 

INDEPENDENCE, KANSAS: Installed July 8 
by registrars Virginia Veach and Nellie Voelker. 
Officers: Mrs. Thelma Mills, president; Connie 
Burton, vice-president; Mrs. Jean Yeager, cor- 
responding secretary; Margaret Norris, recording 
secretary; Mrs. Vina Hoisington, treasurer. 

BELLINGHAM, WASHINGTON: Installed 
July 7 by registrar Jean Ward. Officers: Mrs. Lois 
Moore, president; Evelyn Beadle, vice-president; 
Louesa Reed, corresponding secretary; Ruth Mus- 
ser, recording secretary; Christine McClelland, 
treasurer. 

HARTFORD, CONNECTICUT No. 2: Instal- 
led July 31 by registrar Florence.L. Graddy. Offi- 
cers: Frances R. Dickinson, president; Helen 
O'Connor, vice-president; Mrs. Catherine V. No- 
gas, corresponding secretary; Bernice T. Hanley, 
recording secretary; Evelyn M. Scharf, treasurer. 

PINE BLUFF, ARKANSAS: Installed July 22 
by registrars Cora Selzer and Jacquie Bennett. Of- 
ficers: Mrs. Marie L. Coles, president; Mrs. Gwen- 
dolyn White, vice-president; Betty Owen, cor- 
responding secretary; Alva M. Holt, recording sec- 
retary; Helen W. Byrd, treasurer. 

HASTINGS, NEBRASKA: Installed August 5 
by registrar Nellie Voelker. Officers: Mrs. Adaline 
Benson, president; Mrs. Harriett Engelter, vice- 
president; Gwendolyn Lienhart, corresponding sec- 
retary; Esther Wiederspan, recording secretary; 
Elsie E. Shidler, treasurer. 


IDAHO FALLS, IDAHO: Installed July 31 by 
registrar Claudia Smith. Officers: Mrs. Muriel I. 
Harper, president; Mrs. Ila Mitchell, vice-president; 
Mrs. Virginia Robinson, corresponding secretary; 
Mrs. Cleo L. Corley, recording secretary; Dorothy 
Prestwick, treasurer. 

GRAND ISLAND, NEBRASKA: Installed July 
25 by registrar Nellie Voelker. Officers: Mrs. 
Imogene Baker, president; Della M. Hutton, vice- 
president; Adeline C. Prorock, corresponding sec- 
retary; Eleanore Brune, recording secretary; Mar- 
tha F. Scholz, treasurer. 

WILKES-BARRE, PENNSYLVANIA: Instal- 
led July 30 by registrar Dorothy MacPhee. Offi- 
cers: Sara V. Reynolds, president; Ann Havir, vice- 
president; Margaret MacDaniels, corresponding 
secretary; Marita F. Hughes, recording secretary; 
Gwendolyn Binder, treasurer. 

EVERETT, WASHINGTON: Installed August 
4 by registrar Jean Ward. Officers: Doris A. Jones, 
president; Mrs. Mary A. Pearce, vice-president; 
Dorothy Hereth, corresponding secretary; Elsie L. 
Vetter, recording secretary; Mrs. Dorothy V. Car- 
ter, treasurer. 

HAMMOND, INDIANA: Installed July 31 by 
registrar Mary Lach. Officers: Mrs. Leonard Ault, 
president; Dorothy Jenks, vice-president; Mrs. Ed- 
win McMinds, corresponding secretary; Elizabeth 
Okray, recording secretary; Gerrie Maynard, treas- 
urer. 

MICHIGAN CITY, INDIANA: Installed June 
4 by registrar Mary Lach. Officers: Mrs. Alice 
Logan, president; Eula Babcock, vice-president; 
Florence Komasinski, corresponding secretary; Lu- 
cille LaBorn, recording secretary; Beverly Frenzel, 
treasurer. 

POCATELLO, IDAHO: Installed July 9 by 
registrar Claudia Smith. Officers: Mary Keifer, 
president; Pearl Smith, vice-presidest; Rosa Enke, 
corresponding secretary; Florence Lusk, recording 
secretary; Naomi Martin, treasurer. 


LAIRDISMS ON “GETTING THINGS DONE” 


Everyone has to work hard to hold a job; the ones who 
forge ahead also work intelligently. 

Plan tomorrow's work tonight; plan now where you want 
to be in five years. 

Cut out waste activity. 

Decide trifles quickly. 


Do the first thing you dislike doing and get it over. 

Get others to do it—see that they do it and give them 
more credit than they rate. 

Take on more work and make yourself do it. 

Work for quality, and you get more speed in the long run. 

You can do much more than you have dreamed. 


From a talk at the Refresher Course of the Peoria Adver- 
tising and gy A Club, by Dr. Donald A. Laird, author of 


“How to use 





sychology in Business.” 
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CERTIFICATION OF SECRETARIES 


by Frank T. Stockton, Dean of University Extension 
University of Kansas 


All through the business world today there is a 
very definite interest in upgrading various occupa- 
tions toward professional standards. Personnel men, 
insurance men, office managers, purchasing agents, 
and salespeople are eager not only to increase their 
proficiency, but to develop the scientific and tech- 
nological aspects of their work in such a way as 
to enjoy improved status. It is only natural, there- 
fore, that professional secretaries should be con- 
cerned about ways and means of making their jobs 
more significant and of securing recognition for 
those who have outstanding training and compe- 
tence. 

It has been suggested that I set forth some ideas 
concerning a program for the certification of sec- 
retaries, somewhat along the lines of the certifica- 
tion for life underwriters. In the case of the under- 
writers there are no legal rules for certification 
such as obtain with the public accountants. It would 
be possible for the National Secretaries Associa- 
tion, acting with the cooperation of some chosen 
university, to set up definite standards for the 
C. P. S. or Certified Professional Secretary. The 
standards should relate to educational achievement, 
professional experience, and the passing of certain 

wninations. I am by no means certain just what 
ise educational requirement should be, except that 
it should be nothing less than graduation from 
high school. The probability is that three years of 
approved professional experience might be required. 
What is meant by “approved” would need to be 
defined. As regards the examinations, they should 
dea! not only with competence in secretarial tech- 
niques, but probably they should also cover cer- 
tain other subjects such, for example, as economics, 
government, accounting, and business law. There 
is a possibility also that a minimum score on a 
battery of tests including intelligence tests, clerical 
aptitude tests, and personality inventories might be 
required. The entire problem of examinations and 
tests should be thoroughly studied before any con- 
clusion is reached. 

A substantial number of secretaries undoubtedly 
would be ready to take the examinations and tests 
as soon as they are prepared. Others would need 
to engage in further study before attempting to 


sit for the examinations. In most of the larger com- 
munities it would be possible for secretaries to take 
course work in evening classes offered by the var- 
ious university extension services. Correspondence 
work from certain schools might also be made 
available to those who do not find extension classes 
nearby. I am confident that most of the universities 
with well-developed extension services would be 
very glad to cooperate in providing necessary 
courses in evening classes or through correspon- 
dence study, if a reasonable number of persons in- 
dicate an interest in the fields subject to the exami- 
nations for certification. 


In a certification program it would be necessary 
to have all matters pertaining to educational re- 
quirements, experience requirements, and examina- 
tions handled through one central agency, which 
might well be a university. The National Secre- 
taries Association and the selected university should 
join in the establishment of an organization which 
would carry some such name as “The Professional 
Secretaries Institute’. The certificates should be 
issued in the name of the Institute and signed by 
its officers, who could be chosen partly from the 
Nationa! Association and partly from the univer- 
sity. 

It would cost considerable time and money to 
launch a certifying program. Ultimately, the pro- 
gram should pay its own way and liquidate the or- 
ganizing expense. To cover the cost, it will be 
necessary to establish a substantial fee for the 
examinations. Some organization must advance the 
morey for the promotional period. 


In conclusion, | suggest that no attempt be made 
to draft plans hurriedly. The Association should 
be looking ahead across the years. A hastily drawn 
plan undoubtedly would be a poor one. Every ef- 
fort should be put forth to place the certification 
program on a substantial level, not too high to 
be undesirably exclusive, and certainly not too low 
to be meaningless. A candidate who meets the re- 
quirements of well-considered certification regula- 
tions undoubtedly will add to her professional status 
and receive distinct benefits as a result of her 
achievements. 


Please read Dean Stockton’s article very carefully and discuss . 
in your chapter. Watch for a letter directed to your chapter presi- 
dent soon, requesting your comments and ideas on the Educational 
Program. We are all anxious to work out an Educational Program 
which will really mean something to every NSA‘er. 
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OUR personality is—well, just 
what is it, anyway? 

Ask any five of your friends that 
question, and you’re likely to get 
five different answers. One may 
say, “Your nature’; another, ‘Your 
character”; another, “Your tempera- 
ment”; another, “Your disposition’’; 
another, ‘Your whole make-up”. And 
all five will be meaning much the 
same thing, and their answers will 
be basically correct. 

How important is your personal- 
ity? Well, if those answers are any- 
where near correct, it must be vastly 
important. It must be the real You 
—what you use to open your oyster, 
your world, with; not only your key 
tool, but your whole kit of tools. 

How does our personality show it- 
self—how is it revealed—how do 
others recognize it, discover it? By 
everything you say, and everything 
you do; and by the way you say and 
do what you say and do. People who 
are skilled in reading these fascinat- 
ing human data—sales people, per- 
sonnel and office managers, and ad- 
ministrative officers generally—read 
these signs of personality as easily 
and accurately as you read your 
shorthand notes. It is practically im- 
possible for any of us to hide our 
real selves from their skilled, trained, 
understanding eyes. 


The way we dress, speak, stand, 
move, sit, gesticulate, use our eyes, 
listen—-everything shouts our inner- 
most story to their keenly listening 
ears. Even our silences speak, our 
posture in repose acts out our story. 
How much more, then, what we say, 
how we say it, our voices, proclaim as 
through an amplifier what we are! 


h PEN 
WHAT CAN YOU OO ABOUT 


By H. Robinson Shipherd, Ph.D., Litt.D. 


Your personality is the sum of all 
your traits and characteristics: some 
of them under-developed, perhaps, 
others over-developed; some of them 
therefore attractive to other people, 
others less attractive. For example, 
you may be extremely ambitious; but 
possibly not always as tactful as 
you'd like to be—as you sometimes 
wish you had been. Your associates 
may have come to rely on your good 
judgment; but your orderliness may 
be so poorly developed that they may 
say (to each other), “Anne’s desk 
often looks as though a gale had 
struck it’, or “She just doesn’t seem 
to know the meaning of time’. You 
may again, be the soul of honor; 
but a poor loser. The sum total of 
all these traits—-some strong, some 
weak, some likable, others less so— 
is your personality: the real You. 

James Freeman Clarke declares 
“personality in man is the highest 
power in the universe’. He also says 
that ‘‘in personality is the only per- 
fect unity we know’. The Encyclo- 
pedia Britannica says that the unique- 
ness in each of us which is our 
“personality” is that which causes 
us to seek value in all that we do; 
it is the real source of our personal 
idealism—the lifelong quest on which 
each of us is set to get the best 
we know or can conceive. 

Here is another way of putting it. 
This rich, complex group of qualities 
is your chest of tools with which you 
carve your way, through your daily 
obstacles and barriers and tasks, to 
your life goal. They are your cabi- 
net of precision instruments with 
which you build your “House of 
Dreams” for your soul to be happy 
in, and to which you invite your 
friends for gay hours of comrade- 
ship and quiet hours of happiness. 
Have you watched a skilled artisan 
at his work,—choosing his instru- 
ments with quick certainty, knowing 
exactly which one to use, and how to 
use it, keeping them all in the shin- 
iest, sharpest, most perfect condi- 
tion? The tools in your personality 
chest are infinitely more delicate, 
more effective, than his. You can do 
things with yours that he cannot 
even dream of doing with his. 


I] 


What do I mean? I mean that 
your personality traits are responsive 
to your lightest wish as his can 
never be. I mean that yours will 
grow, finer and better and stronger 
and more responsive, as you use 
them, and in the degree to which 
you use them,—while his only wear 
out as he uses them. I mean that 
your materials are human minds and 
wills and spirits,—the most impor- 
tant and interesting materials in the 
universe,—while his are inert metals 
and wood and stone. 

There’s another big difference be- 
tween any handicraft worker (even 
the finest), and you as a skilled 
worker with your wonderful person- 
ality traits. He chooses his handi- 
craft; he gets by means of it money 
for bread and meat and rides and 
shows; he quits after so many hours 
at his bench. You live with other 
people all your waking hours; and 
by the winning effect of your per- 
sonality you get from them all these 
physical good things, and also all the 
imperishable, precious things for the 
underlying happiness of your whole 
life. That is, you do if you make full 
use of your best traits, and if you 
work unremittingly to develop all 
your traits to greater richness and 
strength and attractiveness. This is 
your life: the constant effect of your 
personality on those around you—all 
of whom have some power to make 
your days happy or unhappy, a fail- 
ure or a success. 

What the writers say about the 
“unity” of our personality seems to 
be true, doesn’t it? We’re not made 
in water-tight compartments; but in 
a richly complex unit of integrated, 
closely-connected, interdependent 
parts. This is what “integrity” and 
“integrated’”’ mean—oneness, whole- 
ness. Therefore your personality 
traits are all tied in and woven to- 
gether, inextricably. They constantly 
influence each other. Affection and 
Loya’ty and Graciousness and Sym- 
pathy, for example, are constantly 
flowing into each other; and you mav 
be unable to tell which of them in- 
fluenced you most in some kind 
thing you have just done. The same 
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Center: Mr. William S. Livengood, Secre’ary of 
Internal Affairs, Commonwealth of Pennsylvania, 


addresses Susquehannock Chapter, 
Pennsylvania at a recent meeting. 





Harrisburg, 





PICTURE 
PARADE 


Upper Left: Members and guests of the Mala- 
bouchia Chapter, Jackson, Mississippi, celebrating 
their first anniversary. 


BeLow: Installation of Casper, Wyoming Chap- 
ter. Welcoming the group is Honorable H. W. 
Noyes, Mayor of Casper. 





— Left: Mrs. Ima Bramhill, guest speaker at installation of new officers of Ft. Smith, 
rkansas. 

Lower Center: Mrs. Rubye Kesler and Mae Rapport, Lake Shore Chapter, Chicago, Illinois, 
in their uniforms as Gray Ladies of the Red Cross. 

Lower RIGHT: Installation of New Castle, Pennsylvania, Chapter. Seated left to right: Mrs. 
Dorothy MacPhee, registrar; Florence C. Davis, president; Beulah McGaffic, corresponding 
secretary. Standing left to right: Ruth Cleaveland, treasurer; Lucille Emery, recording 
secretary; Gertrude Graham, vice president. 
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NEW BEGINNINGS 


Never have we used our full ca- 
pacity—each new beginning means 
we are digging deep into the un- 
known. New beginnings refresh and 
inspire us to GO ON—to never lose 
faith but EXPECT final triumph. 

Because our NSA is so new, in 
its BEGINNING stage, may each 
NSA’er be inspired to dig deeper into 
the unknown possibilities of our As- 
sociation—-which is sure to strength- 
en our faith and keep our eye on 
the goal of final triumph. In indi- 
vidual life we know that when we 
want anything so much that “it 
hurts’”—or when we get a “burning 
desire” for something—-WE GET IT. 
Secretaries, let’s get that “burning 
desire” to want NSA to GROW into 
an OUTSTANDING crganization for 
professional career women, taking its 
place alongside of the BEST and 
support that “want” with our en- 
ergy, time and talents which spells 
COOPERATION. COOPERATION is 
the foundation principle of all suc- 
cessful building. May the platform 
of our building policies be: JOY— 
GRATITUDE—REVERENCE. 

Remember there is no such thing 
as a SMOOTH ROAD for any of us 
—either in individual or group ex- 
pressions. All life, Dr. Frank Crane 
has reminded us, requires DANGER 
to grow strong and succeed. Grow- 
ing pains bring fullness of faith. SO 
HERE’S TO A BIGGER AND BET- 
TER NSA FOR ALL OF US. 


In accordance with our National 
By-Laws, announcement of commit- 
tee appointments follows: 


NATIONAL HISTORIAN 
Minnette Wooldridge 
5708 Wyandotte 
Kansas City 2, Missouri 


BUDGET COMMITTEE 
Mrs. Dorothy Henderson, Chairman 
Mrs. Charlotte Allbert 
Irene Gadelman 


MEMBERSHIP COMMITTEE 
Karn Marie Hansen, N.W.V.P. 
Chairman 
Mrs. Margaret Dewyr, N.E.V.P. 
Mrs. Constance Kidd, S.E.V.P. 
Mrs. Charlotte Allbert, S.W.V.P. 


RESOLUTIONS COMMITTEE 
Mrs. Constance Kidd, S.E.V.P., 
Chairman 
Mrs. Charlotte Allbert, S.W.V.P. 
Karn Marie Hansen, N.W.V.P. 
Mrs. Margaret Dewyr, N.E.V.P. 


EDUCATIONAL COMMITTEE 


Mrs. Charlotte Allbert, S.W.V.P., 
Chairman 


Mrs. Christina Porter 
3257 Warwick 
Kansas City, Missouri 
Clara B. Krueger 
1005 Grand Avenue 
Kansas City Missouri 


IRENE GADELMAN, President 


“LETS MOVE FORWARD” 


Our National Convention, held in 
St. Paul in June, gave all of those 
NSA’ers who attended an opportun- 
ity to learn more about our Associa- 
tion. It proved that the National 
Secretaries Association is a healthy, 
growing organization. The Conven- 
tion was characterized by proceedings 
which demonstrate that the Associa- 
tion in its infancy, under the manage- 
ment of its membership, is now on 
its way to consequential achieve- 
ment. I am confident that during 
the next year the Association will 
experience continued growth, unity 
and harmony and will fulfill its pur- 
pose in meeting the ever growing 
needs of secretaries in this increas- 
ingly changing world in which we 
live. 

I am keenly appreciative of the 
cpportunity which has been given 
me to work in the interest of NSA. 
But, I am mindful too, of the fact 
that the ultimate accomplishments of 
the organization depends upon the 
interest, devotion and loyalty of the 
membership. 

Girls! We still have a great deal 
to do! One of the most important 
things that will be for the good of 
all is our educational program! We 
are now making definite progress in 
this direction. Your President, Irene 
Gadelman, has appointed a commit- 
tee of three to work with Dean 
Stockton of the University of Kansas 
in selecting the course of study which 
will be most beneficial. 

Let us move forward and put aside 
all tribulations and fears and “build 
a structure here, a mighty tower, 
one of strength in every way”. 


Sincerely, 
Constance Kidd 
Southeastern Vice President 


RECENTLY APPOINTED 
SOUTHWESTERN 
VICE-PRESIDENT 
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Mrs. Charlotte Allbert, Topeka, Kansas, 


new Southwestern Vice President 


Mrs. Allbert was selected by the 
Board of Directors to fill the vacancy 
of Southwestern Vice President, form- 
erly held by Mrs. Virginia Chapman 
of St. Louis, Missouri, and assumed 
her duties July 26, 1947. 

She is a native Oklahoman and 
later moved to Topeka. She is also 
a past president of the Kaw (Mother) 
Chapter of NSA; a member of the 
Topeka Civic Theatre, and at pres- 
ent is a legal secretary in the law 
offices of Harry W. Colmery. We 
extend our congratulations, Charlotte 
and wish you much success. 

* * % 

To Mrs. Virginia Chapman, who 
was unable to continue in her offi- 
cial capacity due to illness, we send 
our best wishes for a complete and 
speedy recovery. 





BETH MOTTER NEW PRESIDENT 
* * * 

Miss Motter heads the Hartford 
Bell Chapter of NSA during its sec- 
ond year in Manhattan, Kansas. She 
succeeds Mrs. Orpha Stewart who 
has been president since the club 
was organized a year ago. Officers 
appearing in the picture are: Mrs. 
Marjorie Bryant, Miss Roberta Stein- 
feldt, Doris George, Alta Inskeep, 
Mrs. Gladys Polson, and Miss Motter. 


Cover Page Picture 
* * * 
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THE SPELLING JINX 


Good spellers are not necessarily 
born that way. Almost any intelli- 
gent person can learn to spell. It 
means close application, use of the 
dictionary, and above all making lists 
of the words misspelled habitually, 
and then drilling on these words un- 
til they can be written correctly 
without hesitation. 


There is no royal road to spelling 
correctly. Rules are of little value 
because the English language can- 
not be circumscribed by rules. There 
are too many exceptions to all the 
usual spelling rules. The one rule 
which, if followed, brings success is: 


Study lists of words often mis- 
spelled, pick out the ones you can- 
not spell without hesitation, and list 
them. Then add your own “pet” list. 
Master the combined list and it is 
probable that you will be able to 
write any ordinary business letter 
without consulting the dictionary. 
But if you do consult it for the cor- 
rect spelling of any word, make that 
word your very own from that time 
on. 


For two years misspelled words 
found in letters received by the De- 
partment of Education, of the West- 
ern Reference and Bond Association, 
were checked. Practically all these 
letters had been written by upper 
classmen in colleges and universities, 
teachers, and school officials. 


Over two hundred and fifty words 
were misspelled from ten to seventy- 
two times. The other words in the 
following list were misspelled from 
four to nine times. All are rather 
commonly used in business corres- 
pondence. We give only a partial list 
of .the original list made by the 
Bond Asscciation. 


accompanied calendar 
accumulate capitalize 
ache carriage 
alcohol cemetery 
all right chattel 
altogether choose 
aluminum chronicle 
angel clientele 
anonymous commission 
anybody corduroy 
appearance cylindrical 
athletic 


awkward decease 


definite 
descendant 
develop 
disappoint 
discipline 
distill 
divide 


balance 
baptism 
beginning 
believe 
biased 
boundary 
business 
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embarrass 
emphasize 
enemies 
equivalent 
existence 


fascinate 
flaccid 
forty 


gangrene 
gauge 
grammar 
grievous 


hemorrhage 
hereditary 
humorous 


imitation 
inasmuch 
indispensable 
innuendo 
instantaneous 
iodine 
isinglass 
itself 


knowledge 


laboratory 
labyrinth 
latter 
lettuce 
lightening 
loathe 
luncheon 


machination 
maleable 
manageable 
materials 
messenger 
minimum 
mischievous 
misshapen 
misspell 
mortgage 
mcuntainous 
murmur 


neuralgia 
nevertheless 
notwithstanding 
nowadays 


occasion 
occurred 
omission 
operate 
opportunity 


parallel 
permissible 
plagiarize 
privilege 


recommend 
rectangle 
repetition 
restaurant 
rhythm 


separate 
serviceable 
shepherd 
sieve 

similar 
symmetrical 
systematize 


thoroughly 
tragedy 


ultimatum 
unduly 
usury 


victuals 
village 
villain 


warrantor 
wherefore 
whether 


yacht 


zero 
zinc 


STUMBLING BLOCKS FOR 
SPELLERS 

Following is a list of words which 
have proven to be a special stumb- 
ling block for spellers from rural 
school to university. While not all of 
these words are in common use in 
business correspondence, the wise 
secretary will master the list so 
thoroughly that she will be able to 
write out the word correctly with- 
out hesitation should the occasion 
demand it. 
Phillippines 
picnicking 
pigeon 
plaguy 
primer 
permissible 


ammunition 


baccalaureate 
bilious 


Cincinnati 
connoisseur 


deleble 


: uestionnaire 
desiccate 4 


Renaissance 
repellent 
rarefy 


eleemosynary 
embarrass 


fricassee 


sacrilegious 
separate 
supersede 


grammar 
harass 


innuendo 


inoculate tranquility 


Manila vilify 

Some dictators use a vocabulary 
peculiar to a business or profession. 
The efficient secretary compiles a 
list of these class words also, and 
learns how to spell them without 
delay. 

Every secretary has to write a 
certain number of words which cause 
her to hesitate. If she is wise she 
will make a list of all such words 
as they occur in her work, study 
them and review them until she can 
write any one of them without hesi- 
tation. 


FIVE BIG PRINCIPLES IN CHOICE OF WORDS 


Do not ke tempted to “show off’ in your choice of words in conversation. 
It is better to be direct, simple, brief, vigorous, and lucid. 


The five points that are borne in mind by all effective talkers are: 


1. Use the familiar word instead of the far-fetched. 


2. Use the concrete word instead of the abstract. 


3. Use a single word instead of a rcund-about phrase of several words, to 
express the idea that might be expressed in a single word. 


4. Use the short word instead of the long. 


5. Use the Saxon word instead of the word of Latin or French origin. 








HOW TO MAKE YOUR 
CHAPTER SUCCESSFUL 


1. Draft a set of By-Laws. 


2. Outline your program for the 
Calendar year. 


3. Vary your programs: 
a. Outstanding speakers 
b. Special music 


c. Lectures on proper office 
technique, coiffure, attire, tele- 
phone technique, etc. 


d. Book reviews 

e. Civic affairs 

f. Travel tours and movies 
g. Theatre parties 

h. Pot Luck suppers 


4. Enter into Civic activities. 


5. Sponsor projects for good of 
ccmmunity, even if in a small way. 
Or join in with other organizations. 


6. Establish an educational pro- 
gram in your own Chapter: 
a. Vocabulary building 


b. Three minute talks by mem- 
bers on suggested topics 


c. Open forum discussion on 
usage of new and current 
words, phrases, letter forms, 


etc. 
d. Spell downs cn_ ‘tough’ 
words (these are really fun) 
e. Public speaking 
f. Self-improvement 


g. Techniques of a successful 
secretary. 


7. Make your activities outstand- 
ing. Be recognized in your commun- 


ity. 


8. Assist in elevating the stand- 
ards of the Secretarial profession, 


locally and nationally. 


9. In short—you get out of a 
Chapter affiliation exactly what you 
put into it. It’s worth a try for each 
member to give her best and await 
the reward. We suggest COOPERA- 
TION—a very meaningful word—in 
every activity. 


BOOK REVIEW 
“THE MONEYMAN” 


By Thomas B. Costain (author of 
“The Black Rose”). 434 pp. 
New York: Doubleday & Co. $3.00 


By DorotHy HENDERSON 


The Moneyman, a commoner, a 
modern, born years before his time, 
became the richest man in France 
and saved his country but could not 
save himself. He, like Joan of Arc, 
served his monarch well but was re- 
warded by Charles VII as was Joan 
—with betrayal. The black era in 
which he lived, the final years of 
the Hundred Years War which laid 
waste to Europe, marked the end of 
Medieval chivalry and the dawn of 
our modern world. Anyone believing 
in the golden Age of Chivalry, “when 
knighthood was in flower’, will be 
dismayed by Costain’s realistic por- 
trayal of the characters in that 
period. 

Jacques Coeur was born at Bour- 
ges in 1365, the son of a merchant. 
He was originally a local fur trader 
and then became an_ international 
trader. His trading houses were set 
up in almost every important French 
city with “departments” much like 
those of our modern stores. He was 
the first merchant to realize the 
advantages of departmentalization. 
His business symbol, the heart, was 
known and respected throughout his 
country and the werld of that time. 
It is said that he amassed the great- 
est personal fortune of anyone in 
France during his time. 

Coeur’s success brought him to the 
attention of the French ruler, Charles 
VII, who called upon him to help 
stabilize the French monetary sys- 
tem, hence it was that he became 
known as “The Moneyman”’. His suc- 
cess with the financial affairs of the 
government and as a diplomat made 
him one of the strongest powers be- 
hind the throne but incurred for 
him, a commoner, the enmity of the 
French nobility, many of whom were 
deeply indebted to him. 


In spite of his acumen as a trader, 
Coeur was an idealist. He dreamed 
of universal peace. He was not a 
visionary but had plans to attempt 
to make his dream come true. He 
knew that before France could have 
peace it would be necessary to drive 
the invaders, the English, back 
across the Channel thereby complet- 
ing Joan’s mission started twenty 
years before. To do this, he knew 
it would be necessary, not only to 


finance the war (a feat he accom- 
plished almost single-handed) but to 
rekindle the national spirit and per- 
suade Charles to take the field. 

Costain takes up Coeur’s career 
at this point. 

The author tells how Coeur plotted 
with Agnes Sorel, the king’s wise 
and lovely mistress, who was his 
staunchest supporter at court. But 
Agnes was dying of an incurable ail- 
ment and Coeur knew that he must 
have a successor whom he could 
trust. He chose Valerie, a young girl 
from a traveling circus, and trained 
her in the art of intrigue, but his 
plans went awry when Sire d’Arly, 
a knight to whom knighthood was 
an anathema, fell in love with Valerie. 


Charles, of the weak and cowardly 
spirit, had listened to malicious rum- 
ors circulated by the enemies of 
Coeur, the nobility, and after the 
death of Agnes seized upon the op- 
portunity to charge Coeur with pois- 
oning. His trial for murder was one 
of monstrous injustice and while the 
story of the lovers, d’Arly and Val- 
erie, had a happy enough ending, 
Cceur did not fare well. His fortune 
was divided among those who had 
intrigued against him, and he 
escaped from France to die in an 
expedition against the Turks. 


The author has done much research 
on the habits and customs of the 
times. There are minute descriptions 
of the dress of both male and female 
characters; the social conventions of 
widowhood (nine days in bed with 
black sheets); the etiquette of chiv- 
alry; the torture chambers. Life in 
the France of 500 years ago is por- 
trayed vividly in this book. 

This is a historical novel in which 
it is difficult to separate fact from 
fancy. The average reader will not 
quibble over such discrepancies but 
will be vastly entertained with Cos- 
tain’s colorful and exciting story. 


Yesterday is an outlawed debt. 
Tomorrow is a risky promissory note. 
Today is real money. Invest in it! 


If you are unable to travel the 
road to Success, at least try to keep 
from scattering tacks along the 
way. 

Opportunity consists in doing the 
thing that other people neglect to 
do. 
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YOUR PERSONALITY 
(continued from page seven) 
thing is true of your intellectual and 
reasoning qualities: was your action 
yesterday in the Johnson matter in- 
duced by your Judgment, or your 
Initiative, or your Broadmindedness, 
or your Adaptability? Perhaps all 

four were involved in it. 

Have you any undesirable traits? 
The kind that repel other people— 
that in others repel you? Probably 
the best way of answering this 
question is to suspect that your less 
desirable ones may really be good 
ones that are under- or over-devel- 
oped. If you are quick-tempered, your 
Self-Control may be poor; if you are 
inattentive or forgetful, the trouble 
may be with your Mental Alertness 
—or with your Health. This attitude 
on your part can lead you very 
swiftly and directly out of any dif- 
ficulty that may be bothering you. 

For it is that “difficulty” that you 
are most concerned to get out of. 
There’s no point in any of this, ex- 
cept that. If you are inclined to feel 
that you have already developed your 
personality to the highest perfection 
of which it is capable, this is not for 
you. Your business now is to help 
the rest of us poor sinners who have 
not reached our longed-for perfection. 
But if you have not yet achieved that 
perfect balance of all the qualities 
of your mind and heart, and some of 
these precious tools of yours are dull 
and rusted, and others are so strange 
to your hand that you don’t know 
quite how to use them; if you have 
less Imagination and Enthusiasm 
than some more successful persons 
you know; if you wish your Sense of 
Humor were more “reliable”, your 
Teamwork more effective, your 
Sportsmanship better; if any of these 
invaluable qualities are not yet fully 
up to your heart’s desire—here is 
what you are looking for. 

But you immediately ask, “Sup- 
pose I can find out more of the 
truth about myself and what I need 
for the popularity and success and 
happiness I want, what could I do 
about it? 

Your question is answered, by an- 
other: “Were you born with your 
personality developed as it is now’? 
Of course you weren’t. All your ex- 
periences have reacted on you, with 
infinite variety, to develop some of 
your traits and leave others less de- 
veloped. Outdoor summers developed 
your Health and Health Habits; your 
Courage, probably; scouting devel- 
oped your Teamwork, Self-Control, 
Orderliness, Imagination, and others; 
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amateur dramatics developed your 
Voice, Vocabulary, Imagination, Sym- 
pathy, and.so on. All your life you’ve 
been developing your personality 
traits; and all your life you’re going 
to keep on, for you haven’t yet 
achieved your goal—which is the 
most fully developed balance of all 
your powers that you are capable of. 
And since your capacity grows as it 
is used, and in proportion as it is 
used, you will never be through de- 
veloping, growing, improving! Of 
course you won’t achieve perfection 
—hbe thankful for that too, for you’d 
be terribly lonely! But you will have 
the precious things of life as you 
go—self-respect, recognition, prestige, 
security, happiness, success. A very 
wise person, who knew enough to 
take his own advice—Robert Louis 
Stevenson—went so far as to say 
that “to travel hopefully is a better 
thing than to arrive, and the true 
success is to labour”. 

You know, of course, that the fully- 
rounded personality will bring you 
all these most desirable things. The 
Carnegie Institute of Technology, de- 
termined to get at this whole matter 
scientifically, has been studying this 
problem of personality for years; 
and its carefully reasoned conclu- 
sion is that personality determines 
eighty-five per cent of social and 
business success—only fifteen per 
cent can be laid to luck, accident, 
family prestige, politics, or other fac- 
tors outside our control. 

(continued from page three) 
host and horde of others of the 
great? 

Will you have infinite patience in 
case you must starve for nearly sixty 
years, like Cervantes? 

Can you muster the appalling cour- 
age of a Washington to attempt 
those things that few would even 
dare to try? 

Are you prepared to sacrifice the 
company of family and friends, as 
did Napoleon? The leisure and pleas- 
ure others enjoy, and the luxuries 
that most men look upon as neces- 
sities ? 

Have you the hardihood of an 
Abraham Lincoln to meet black de- 
spair and gray fatigue and forget 
them all and go on? 

Can you continuously face the ter- 
rifying fear of failure and stare it 
down, keeping always within you 
the faith of a Martin Luther that 
burns like a flame? 

Ah yes. Success is for sale. 

How much will you pay? 

—wWilfred Funk 





We are an organization of secre- 
taries—women who are today recog- 
nized in every phase of business, in- 
dustry and profession. The ladder 
of success is at our door—waiting 
for us to scale the rungs. 

Men with imagination and courage 


have developed every conceivable 
kind of business. Likewise enterpris- 
ing women with similar qualities and 
initiative are today standing at the 
threshold of success. 

But success requires more than 
imagination. It requires more than 
an urge for independence or the 
desire to escape the tedium of a 
routine job. 

Success in an organization is a 
combination of “Commercial instinct” 
or “business aptitude” or “business 
sense”—and ideas. How many times 
have you heard someone say, “If we 
could accomplish this we’d have a 
wonderful organization”. Perhaps we 
could, but good ideas are only half 
the battle. The other half is that 
basic ingredient which is called busi- 
ness aptitude. 

Sure, we perform our best when 
we are strongly motivated, and there 
are few motivations stronger than 
those provided through the opera- 
tions of one’s own organization. 

Success of an organization lies not 
only in the ultimate objectives—but 
to achieve those goals and to be suc- 
cessful it is imperative that we re- 
tain and increase its membership. 
The bigger an association the more 
we will be able to accomplish. 

How often have you noticed the 
sign above a door 

“OPEN FOR BUSINESS” 

Very apropos for NSA. Search for 
a new contact. “Contacts” are like 
ideas—the more you make, the great- 
er the probability that one of them 
will prove productive. 

Every chapter and member should 
retain that “stick-to-itive’ attitude 
and increase its membership. Don’t 
pass up a prospect which would be 
an asset to your local chapter or 
the organization as a whole. 

Start now on a local membership 
drive—make your chapter the top 
sales chapter. 

Remember NSA is “OPEN FOR 
BUSINESS.” 





Code of Ethics 


At the June 1947 Convention it was resolved that in order that NSA may function with greater efficiency and 
bring upon itself credit and recognition among its contemporaries, a Code of Ethics be adopted. Chapters are to 
submit their ideas to The National Board and the three outstanding suggestions will be voted on at the 1948 Con- 
vention. We quote, as an example, the Code of Ethics adopted by the Deepwater Chapter of Stockton, California: 


Dependability in all committee work and in our attendance, with willingness at all 
times to carry on the work which has been alloted us. 


Earnestness in our efforts to make our Chapter one of the finest in the Association, 
and earnestness in our attempts to cooperate fully with each other as well as with 
other Chapters in furthering the work of the Association as a whole. 


- 


Efficiency in our jobs in order that we may reflect upon our profession credit and 
recognition. 


Progressiveness in our work in the business world, and in our plans for our Chapter, 
never accepting stagnation in ourselves or in our activities. 


Wisdom in our choice of officers to guide us and in our acceptance of their honest 
efforts. 


Accordance and harmony in all phases of our work and our personal attitude toward 
each other. 


Taciturnity with regard to confidences entrusted to us by our employers. 


Effort because the race is only worth winning when effort has been the impetus. 


Reputation for ourselves as Secretaries, and for our organization as a whole shall 
be ever in the foreground, and no unworthy criticism shall result from our personal 


actions or any activity of the club. 
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Collect and Creed 


Among the many matters discussed at the 1947 Convention were the selection of an appropriate Collect and 
Creed for our Association. We quote, as examples, those presented at the last Convention: 


merit. Teach us The way so that we can put into 
action our better impulses and help us day by day 
to grow into a larger and fuller understanding of our 
responsibilities. Above all, O Father, make us humble 
and submissive to Thy will.” 


COLLECTS: 
“This our prayer, O God, that we may ever be true 
to our highest ideals—loyal, conscientious and trust- 
& worthy—that we may strive not only to be efficient 
workers, but better workers, disparting petty jealousies, 


overlooking small annoyances, practicing tolerance and 
kindliness, that we may be truly grateful for life, 
health and our measure of happiness, and work to- 
gether for the good of each other and the community.” 
—Anderson, Indiana Chapter 


“O Father, help us to lift our eyes to the higher things 
of life in order that we may be a source of help and 
inspiration to our fellow men along the way. Guide our 
tongues that we may speak only words of encourage- 
ment and love. Help us to remove prejudice and self- 
righteousness from our hearts and to meet all man- 
kind on the same level. Let us keep calm and serene 
so that we may feel with all matters on their own 


EDITOR’S NOTE:— 


—Fort Smith, Arkansas Chapter 


CREED: 
“We believe in the Secretarial profession. We believe 
it gives us the opportunity not only to make a better 
living but to make a better life through the develop- 
ment of personality and through its ideals of service. 
We believe in the National Secretaries Association 
because it gives us the privilege of working together 
as a group for the good of the whole, and we know that 
it is only through cooperation that the standards of 
our profession can be raised and its influence felt.” 


—Edna Heinke, Anderson, Indiana 


All entries for Code of Ethics, Collect and Creed should be 


mailed direct to Headquarters 


Directors. 


Office, Attention, Board of 
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ANNOUNCEMENTS TO 
MEMBERSHIP 


Effective September 1, 1947, every member de- 
siring to participate in our Group Insurance Plan 
will be required to pay the $1.00 premium fee in 
addition to annual national dues. 

As announced in the July issue, Transcript of 
our 1947 Convention minutes are ready for dis- 
tribution, and may be purchased for the nominal 
sum of $2.00. May we have your order soon. 

Realizing that it might not be possible for all 
chapters to meet and vote on our 1948 Convention 
site by September 1, 1947 the time for a chapter to 
send in its vote has been extended to September 
15, 1947. 


All entries for CODE of ETHICS, CREED and 
COLLECT are to be mailed directly to National 
Headquarters for attention of the Board of Directors. 

This month we are introducing our new style of 
magazine. The format chosen is one, we believe, 
which will be appealing and attractive to our mem-~- 
bership. It will be improved upon from time to time 
as our needs require. We hope you will like our 
new style and the material therein contained. You 
will note there are several articles appearing written 
by members of NSA. Each month we desire to 
feature articles written by our own members and 
ask that you submit your contribution. 


NATIONAL HEADQUARTERS 


REQUESTS 


THAT Headquarters Office be notified immed- 
iately of change of Chapter officers. 

THAT each’ chapter forward to our National 
Historian a copy of their bulletin to assist her in 
preparing the National Scrapbook. 

THAT all data requested to be used in The 
Secretary be forwarded to Headquarters Office not 
later than the tenth day of each month preceding 
the next issue. 


ANCIENT * PROVINCIALISM 
Joseph Jekyll, a celebrated lawyer in the time of 
Queen Anne, said: ,\-The farther I go West the 
more convinced I am that the wise men came from 
the East”. 





ODORS AND APPETITIES 
Henry Ward Beechner, in an address delivered 
by him in Chicago in 1886, said: “If you wish to 
enjoy a meal, keep out of the kitchen where it 
is cooked”. 
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QRNou NCING 


SOCIAL 
STATIONERY 


Designed Especially for 


NSA 


Made of Highest Quality 
100% Rag Paper in to Match Sheets 
Luscious Bon Bon Colors NSA Crest in Gold 


Dainty feminine note size 
60 Sheets 30 Envelopes 


Envelopes Tinted Inside 


$150 
1°? posta 


National Secretaries Association 
1005 Grand Avenue 
Kansas City, Missouri 


Please send Boxes NSA Stationery 

















White Blue Te Green 
Ivory Peach > nee Enclosed 
Name. 
Address 














THE HIGH PRICE 
of 
LEADERSHIP 


There is a single reason why 99 of 100 average 
business people never become leaders. That is their 
unwillingnes to pay the price of responsibility. By 
the price of responsibility I mean hard, driving, con- 
tinuous work—the courage to make decisions, to 
stand the gaff—the scourging honesty of never fool- 
ing yourself about yourself. You travel the road to 
leadership heavily laden. While the nine-to-five 
o'clock worker takes his ease, you are “toiling up- 
ward through the night.” Laboriously you extend 
your mental frontiers. Any new effort, the psycholo- 
gists say wears a new groove in the brain. And the 
grooves that lead to the heights are not made be- 
tween nine and five. They are burned in by mid- 


night oil. 
—Owen D. Young 
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NOW! G/ficial NSA Book Matches! 


xp WIN LOCAL RECOGNITION 
and PRESTIGE 
for YOUR CHAPTER! 


ANT to help YOUR CHAPTER to win still greater 

recognition and prestige . . . right in your own com- 
munity? Then check this new NSA idea .. . it’s simple, friend- 
ly, and sincere . . . and it always succeeds. 


At every meeting let each member buy cartons of these 
impressive imprinted NSA book matches. Then, by distribut- 
ing them throughout the offices in which she is employed, 
each member can have the pleasure of participating in an 
important chapter public relations activity. 


Every year, as you know, advertisers spend millions of 
dollars for book matches . . . consider them “tops” as sales- 
stimulators. Now, at very small cost, these book matches can 
flash your NSA message before thousands of your town’s top 
executives . . . the very men whose esteem and goodwill are 
so important to you and your chapter. 


But that’s not all. These book matches help you to attract 
new members. Each book, having twenty “lights”, repeats the 
NSA message twenty times . .. makes many persons know 
about your chapter, know where it is and what it does. Arouse 
interest now, start folks talking NSA—start these book 
matches working for you! 


ACT NOW! —Our supplier has so many orders for 
advertising matches that he can’t promise better than 45- 
day delivery. So it’s best to order your supply promptly .. . 
in fact, RIGHT NOW! The cost is low... . the results amazing 
—so don’t delay! 


@ Sell your chapter’s NSA matches to members for distribution at 
their offices 


@ Sell your matches by the case to office building cigar stands. They 
need matches to give with tobacco purchases. Will gladly pay about 
$5.00 a case for yours ... and then they’ll pass the NSA word 
around by putting your NSA matches into the hands of thousands of 
smokers. 


@ See that local executives, personnel managers, office managers, are 
always liberally supplied with your NSA matches. Keep your ad- 
vertising matches on their desk, and in their hands and pockets... 
it will pay you well. 


@ Keep your NSA matches near every ashtray at your club rooms... 
in “help yourself’”’ bowls, too. 


@ Distribute NSA matches freely, at Boss Night dinners, Guest Night 
dinners, and similar occasions. Remember, the more you distribute— 
either free or at cost—the greater your results! 





Distinctively Different 


NSA matches are printed on super-deluxe 


ruby-red stock, with the NSA message and 
your chapter name (or your own name) in 
gold. Even the ‘‘texture’’ is different—at- 
tracts more attention to your message on the 
front cover. And the cost is low. . 


A Carton of 50 Books 
Minimum order - 2500 books .. . $14.50 








Fill Out This Coupon - Mail Today! 


National Secretaries Association 

1005 Grand Avenue 

Kansas City, Missouri 

Please send UuB................ cases of NSA 
Super-Deluxe Book Matches at $14.50 
a case of 2500 books. We enclose check 
for $. , 





Four,,,cases or more, same imprint, 
freight .paid. 1, 2 or 3 cases, f.o.b. 
niversal _- Corporation, 
ouis, ; 


) BG 


IMPRINT OUR MATCHES AS FOLLOWS: 


py Fens 
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Cities in Which NSA CHAPTERS Have Been Formed 


Kansas City, Missouri 
Topeka, Kansas 
Tulsa, Oklahoma 
Little Rock, Arkansas 
St. Louis, Missouri 
Ft. Wayne, Indiana 
Davennort, Iowa 
Springfield, Missouri 
Omaha, Nebraska 
Pontiac, Michigan 
Birmingham, Alabama 
Nashville, Tennessee 
Rockford, Illinois 
Wichita, Kansas 
Austin, Texas 

Ft. Smith, Arkansas 
Chicago, Illinois 
Joplin, Missouri 
Evansvillle, Indiana 
Denver, Colorado 
Cedar Rapids, Iowa 
Memphis, Tennessee 
Salina, Kansas 

Big Spring, Texas 
Waterloo, Iowa 
Bloomington, Illinois 
Albuquerque, New Mexico 
Charlotte, North Carolina 
Enid, Oklahoma 

E! Paso, Texas 
Columbus, Ohio 

East St. Louis, Illinois 
Decatur, Illinois 
Louisville, Kentucky 
Orange, Texas 
Detroit, Michigan 
Sioux City, lowa 
Boise, Idaho 

Jackson, Mississippi 
Mobile, Alabama 
Pensacola, Florida 


Butte, Montana 

Clinton, Iowa 

Evanston, Illinois 
Saginaw, Michigan 
Alexandria, Louisiana 
Paducah, Kentucky 
Lansing, Michigan 
Cleveland, Ohio 
Portland, Oregon 

St. Paul, Minnesota 

Salt Lake City, Utah 
Monroe, Louisiana 
Pueblo, Colorado 

Reno, Nevada 
Jamestown, New York 
Canton, Ohio 
Sacramento, California 
Des Moines, Iowa 
Ventura, California 

Port Arthur, Texas 
Hollywood, California 
Muskogee, Oklahoma 
Shreveport, Louisiana 
Wichita Falls, Texas 
Bartlesville, Oklahoma 
Lincoln, Nebraska 
Miami, Florida 
Chattanooga, Tennessee 
Jefferson City, Missouri 
Minneapolis, Minnesota 
Sioux Falls, South Dakota 
Cheyenne, Wyoming 
Colorado Springs, Colorado 
San Angelo, Texas 
Muncie, Indiana 

Atlanta, Georgia 

Baton Rouge, Louisiana 
San Bernardino, California 
Richmond, Indiana 
North Platte, Nebraska 
Okmulgee, Oklahoma 
Oklahoma City, Oklahoma 


EDITORS NOTE: Space will not permit printing entire list. 


Santa Barbara, California 
Texarkana, U. S. A. 

San Antonio, Texas 
Orlando, Florida 
Amarillo, Texas 
Bakersfield, California 
Kalamazoo, Michigan 
Manhattan, Kansas 
Joliet, Illinois 

Kokomo, Indiana 

Alton, Illinois 

Cape Girardeau, Missouri 
Rochester, Minnesota 
Oak Park, Illinois 

Battle Creek, Michigan 
Mason City, Iowa 

Fargo, North Dakota 
Flint, Michigan 
Kankakee, Illinois 
Quincy, Illinois 
Beaumont, Texas 
Charleston, West Virginia 
Dayton, Ohio 

San Diego, California 
Seattle, Washington 
Lubbock, Texas 
Lexington, Kentucky 
Tampa, Florida 

Fresno, California 
Spokane, Washington 
Wheeling, West Virginia 
Santa Rosa, California 
Springfield, Ohio 
Baltimore, Maryland 
Huntington, West Virginia 
Springfield, Illinois 
Corpus Christi, Texas 
Parkersburg, West Virginia 
Abilene, Texas 
Indianapolis, Indiana 
Galveston, Texas 
Riverside, California 


Ottumwa, Iowa 

Terre Haute, Indiana 
Peoria, Illinois 
Burlington, Iowa 
Galesburg, Illinois 
Greeley, Colorado 
Anderson, Indiana 
Toledo, Ohio 

Shawnee, Oklahoma 
Hannibal, Missouri 
South Bend, Indiana 

San Francisco, California 
Kansas City, Kansas 
Lima, Ohio 

Lawrence, Kansas 
Yankton, South Dakota 
Jacksonville, Illinois 
New Orleans, Louisiana 
Columbia, Missouri 
Junction City, Kansas 
Frankfort, Kentucky 
Emporia, Kansas 

Garv, Indiana 

Jackson, Michigan 
Oakland, California 

Bay City, Michigan 
Washington, D. C. 
Grand Rapids, Michigan 
Aurora, Illinois 
Stockton, California 
Tucson, Arizona 

Duluth, Minnesota 
Raleigh, North Carolina 
Phoenix, Arizona 

San Jose, California 
Winston-Salem, North Carolina 
Erie, Pennsylvania 
Buffalo, New York 

Ann Arbor, Michigan 
Vallejo, California 
Muskegon, Michigan 
Asheville, North Carolina 
Akron, Ohio 

Pittsburgh, Pennsylvania 
Youngstown, Ohio 
Harrisburg, Pennsylvania 














